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There is an increasing gap between the basic skill level 
of the workforce and the skills which will be required by 
business and industry in the next decade. In order to 
upgrade the basic skills of the existing workforce, workers 
who lack these skills must be identified and programs 
delivered to provide those skills. 
Statement of the Problem 
The specific problem with which this study deals is that 
of creating an effective and legal means of identifying 
workers who lack basic skills. 
Identification is a complex issue. The majority of 
employees needing basic skill training will not voluntarily 
admit their problem and seek help. They fear losing their 
jobs. They are embarrassed by their deficiencies. They 
perceive the risks of admission are too great. 
Because most employees hide their deficiencies and do not 
request help, employers are faced with finding alternative 
means of identifying these workers. The obvious method is 
through basic skills testing. These testing procedures must 
be both cost effective and legal. Standardized basic skills 
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tests are available. However, the courts have found these 
tests unsuitable for identifying deficiencies in workplace 
basic skills unless they actually reflect the reading, 
writing, reasoning and computational demands of the job. 
Procedures for validating these standardized tests for 
workplace specific usage are time-consuming and therefore 
expensive. 
Need for the Study 
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A survey by the Tulsa Metropolitan Chamber of Commerce in 
1987 indicated that responding managers perceived at least 
1.5 percent of the workers they currently supervised as 
lacking basic skills for their job. Responding managers 
perceived that 2.1 percent of their current employees did not 
have adequate skills to be trained or retrained for a higher 
level position. These statistics were far below the national 
predictions of the United States Department of Labor. One 
possible cause for this discrepancy was identified as the 
managers~ inability to identify workers lacking adequate 
basic skills for a specific job. 
A cost effective and legally acceptable method for 
managers to identify workers lacking basic skills was needed. 
Purpose of the Study 
The purpose of this study was to develop a method to 
identify workers lacking basic skills for a specific job. The 
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method must present a statistically significant relationship 
between the screening instrument results and the results of a 
standardized adult functional literacy test to insure that 
basic skill deficiencies are being identified. The method 
must be job-specific to meet Equal Employment Opportunity 
Standards. The method must be cost effective when compared 
with standardized methods of testing, assuming that a legal 
standardized testing instrument can be found. 
Scope 
This study included 96 subjects who were managers or 
employees from the Storm Water Management Department of the 
City of Tulsa, Oklahoma, and from the Department of 
Maintenance and Plant Operations of St. John·s Hospital in 
Tulsa, Oklahoma. 
Assumptions 
For the purpose of this study, the following assumptions 
were made: 
1.) Materials selected by managers to prepare the 
screening instrument were materials actually used in 
day to day functioning in that job. 
2.) Each participant did his best to answer all items on 
both tests. 
3.) The answers were true measures of the participant·s 
own ability. 
Limitations 
This study was limited by: 
a.) the size of the sample; 
b.) the fact that all participants were male; 
c.) the voluntary nature of the testing; and 
d.) the lack of specific diagnostic information. 
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A more detailed discussion of the limitations may be found in 
Chapter V. 
Definition of Terms 
The following terms are defined for the purposes of this 
study: 
Functional Literacy - The ability to read, write, compute 
and reason at a level which allows an individual to 
operate in society, achieve individual goals and develop 
knowledge and potential. Because functional literacy 
involves individual goals and potential, it cannot be 
assigned a single specific grade level. However, it is 
generally accepted that to operate in society, a 4.0 
grade level in reading and mathematical operations is 
necessary to function. 
Workplace Literacy - The ability to read, write, 
compute, and reason at a level necessary for a 
specific job or position. Workplace literacy in this 
study considers only basic skills, although it is 
understood that workplace literacy is a continuum of 
skills beginning with basic skills and continuing 
through task specific skills for a specific job or 
position. Because each job is unique, a grade level 
for reading or mathematics cannot and should not be 
assigned. 
Basic Skills - Minimal acceptable academic skills 
associated with reading, writing, computing, and 
reasoning. For the purposes of this study, basic skills 
will equate to functional literacy. 
Workplace Literacy Screening Instrument - An 
instrument developed by or under the supervision of a 
supervisor which includes written materials taken 
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from the specific job. This instrument is not 
intended as a standardized test. 
Standardized Test - A test which has proven 
objectivity, reliability, validity, specification of 
conditions of administration, directions for scoring, 
guidelines for interpretations and tables of norms 
presenting raw scores and one or more equivalent 
transformations. 
Basic Skills Enhancement Program - A program or delivery 
system to upgrade reading, writing, computation, and 
reaso~ing skills. Basic skills enhancement programs 
usually deal with academic skills from pre-reading 
through the 12th grade reading level. 
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Summary 
The introductory chapter presents a statement of the 
problem surrounding the identification of workers who lack 
basic skills. The need for the study was outlined. The 
purpose of the study was to create a cost-effective and 
legally acceptable method to identify workers lacking basic 
skills for a given position. The scope of the study included 
96 managers and employees from one department of the City of 
Tulsa, Oklahoma, and one department from St. John~s Hospital, 
Tulsa, Oklahoma. Assumptions and limitations were outlined. 
Chapter II contains a review of literature pertaining to 
workplace illiteracy and the identification of workplace 
illiterate employees. Chapter III explains the methodology 
used in conducting the study, including the population, data 
collection, and analysis of the data. Chapter IV describes 
the findings of the study as well as the statistical analysis 
of the test data. Chapter V contains the summary of the 
study, conclusions, recommendations and the implications of 
the study. 
CHAPTER II 
REVIEW OF THE LITERATURE 
The Changing Level of Workplace Literacy 
The workforce will change dramatically in the next 11 
years. The decline in population growth will boost the 
average age of a worker in the year 2000 to 39, the oldest in 
history. Forty-two percent of the new workers entering the 
workforce will be white female. By 2000, 61 percent of all 
working-age women will be employed. Immigrants will make up 
22 percent of all new workers entering the workforce. 
Predictions indicate that only 15 percent of the new entrants 
into the workforce over the next 13 years will be white 
males, compared to 47 percent in that category today. 
The minority segment of new entrants, 41 percent, 
traditionally have less education and fewer skills than other 
employees. Current high school drop out rates are 13.6 
percent of all 18 to 21 year olds. The rate among blacks is 
17.5 percent. The rate among Hispanics is 29.3 percent 
(Business Week Special Report, 1988, p. 100). 
However, the educational level required to occupy jobs in 
the workforce will increase. The current median educational 
level is 12.6 years of schooling. By 2000, it will increase 
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to 13.5 years (Countdown 2000, 1988, p. 4). Service 
industries will create all of the new jobs and most of the 
new wealth over the next 13 years (U.S. Department of Labor, 
1987, np). Manufacturing will no longer be the basis of the 
United States· economy. The estimated half life of a job 
skill will drop from a range of seven to 14 years today to a 
range of three to four years in 2000 (Countdown 2000, 1988, 
p. 4). 
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The composition of the workforce in the year 2000 and the 
demands for increasing skills make it apparent that something 
must be done to upgrade the basic skills of adults currently 
in the workforce. There will not be enough new workers 
entering the workforce to fill the new jobs that will be 
created. The existing workforce must provide manpower for 
these jobs. 
The Problem of Workplace Illiteracy 
The level of illiteracy of the workforce has become a 
nationally recognized problem. The United States Department 
of Education estimates that 14 percent of the people 
currently employed are functionally illiterate. Seventy-five 
percent of the unemployed workforce do not have enough basic 
skills to be employed (Countdown 2000, 1988, p. 2). 
At the same time, the Learning Skills Center at the 
University of Indiana reports that 90 percent of all jobs 
require two to three hours of reading or writing per day. 
Seventy percent of job-related reading is between the ninth 
and 12th grade difficulty level. On the average, 87 percent 
of the reading on the job is about how to do the job; 60 
percent is judgment-related (Countdown 2000, 1988, p. 11). 
The Need for Workplace Literacy Assessment 
The American Management Association~s management 
briefing, "Workplace Literacy" (Skagen, 1986, np), and 
"Reading Between the Lines: The High Cost of Ignorance" 
(Schoultz, 1986, p. 44) indicated a need for literacy 
programs and the identification of workers, but no research 
or methods were discussed. 
Illiterate America and Prisoners of Silence by Jonathan 
Kozol, and reports such as "Workforce 2000: Work and Workers 
for the 21st Century" by William B. Johnston, United States 
Department of Labor, indicated the need for literate workers 
to meet workplace standards, but no methods for identifying 
workers with deficient skills were described. 
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One method already available for identifying deficient 
skills is standardized adult literacy tests. These tests are 
available from many national testing services. While in 
operation, The Adult Performance Level Project (University of 
Texas at Austin) conducted research regarding reading and 
functional literacy tests. During that time, a review of 14 
representative tests was made available upon request. The 
administration time required for the reviewed tests ranged 
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from 30 minutes to three and one-half hours. Ten of the 
listed tests could be administered in a group setting. Seven 
of the listed tests offered machine scoring as an option. 
None listed the return time for machine scoring or the 
estimated time required for manual scoring (Reading and 
Functional Literacy Tests, 1987, np). 
From the employer~s point of view, even a standardized 
test requiring 30 minutes for administration equates to the 
loss of 1/16th of a work day for every employee tested and to 
the loss of considerably more time by one or more employees 
in administering, scoring, and interpreting test results. In 
the workforce, time is money and the amount of time involved 
in screening employees is critically important. 
Additionally, employers are severely limited in the type 
of testing they can administer to employees for employment 
and promotion purposes. The Equal Employment Opportunities 
Commission in 1966 set out guidelines regarding employee 
testing procedures. Their direction was specific. Testing 
must be non-discriminatory and job-related. A specific 
standardized test may meet these criteria for one job but not 
for another. In order to prove that a standardized test 
conforms to EEO guidelines, the test has to be validated for 
each job. This insures that the test measures only skills 
that are necessary for that particular job, and does not 
include bias toward race, creed, color, or ethnic background. 
The procedure for validating a standardized test for a 
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specific job is so complex that most companies have chosen to 
abandon standardized testing programs. 
The alternative to standardized testing programs is to 
create in-house, job-specific assessment instruments to 
detect the lack of employee basic skills. Although this 
method is acceptable legally, few companies have staff with 
adequate skill.or knowledge to develop these instruments. 
Articles from the Business Council for Effective Literacy 
Newsletter during the period 1984 through 1988 referenced the 
need for diagnostic or assessment tools, and indicated that 
standardized grade level tests are not appropriate. Topics 
addressed for effective adult literacy programs included 
diagnostic testing (BCEL, April, 1986, p.3). Mention was 
made that large corporations are developing in-house programs 
and materials, including a full set of diagnostic and 
assessment tools (BCEL, January, 1986, p. 6). In fact. a 
company has been established to provide technical assistance 
for employers to analyze basic skill requirements of jobs and 
groups of jobs and to assess skill levels of employees 
performing those jobs (BCEL, July, 1988, p. 10). 
In August 1987, the State of Michigan began extensive 
research in the area of adult literacy. The Adult Literacy 
Task Force submitted its final report and recommendations to 
the governor in March 1988. The fourth recommendation was to 
develop a standard skill assessment tool 
for measuring Michigan~s work readiness 
goal and definition to use with each 
participant in all training and education 
pro~rams. The assessment will be used to 
determine incoming skill levels (and thus 
the.appropriate mix of services required), 
progress toward completion, and in 
measuring effectiveness of programs 
(Countdown 2000, 1988, p.33). 
This tool was described as one which can be used by 
employers and training services, as well as by policy 
boards. Reference was made to modifying work currently 
being done by the Basic Employability Skills Task Force in 
the State of Michigan to provide the tool. The complete 
draft is targeted for completion in January 1989 with 
complete validation occurring in January 1990. However, 
there was no discussion regarding methodology, legality, or 
cost effectiveness. 
The Selection of Research Methods 
There are several recognized types of research 
appropriate for the disciplines of education and human 
resources. They include action research, descriptive 
research, historical research, developmental research, 
correlational research, causal-comparative research, quasi-
experimental research, true experimental research, and 
theoretical model building (Miller and Barnett, 1986, p.7). 
Correlational research is most appropriate when the 
purpose is to investigate variations in one factor which 
correspond to variations in another factor. It allows 
comparison: of very complex variables which may not lend 
themselves, to experimental research and controlled 
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manipulation. It also permits the measurement of several 
variables and their interrelationships simultaneously and 
in a realistic setting. Correlational research reveals 
degrees of relationship rather than direct relationship. 
There are limitations of correlational research. It does 
not reveal cause and effect relationships. It is less 
rigorous than true experimental research and is prone to 
identification of relational patterns which may have little 
or no validity (Miller and Barnett, 1986, p.11). The 
correlation coefficient is a statistic that measures the 
degree to which two variables are linearly related to one 
another (Jaccard, 1983, p. 254). There are several types 
of correlation statistics available. The Pearson 
correlation was selected as the statistical procedure to be 
used for this study. 
The Pearson product-moment correlation 
coefficient is used to analyze the 
relationship between two quantitative 
variables. Each variable must be measured 
on approximately an interval level and the 
observations on a given variable must be 
independent (Jaccard, 1983, p. 254). 
The Creation of Testing Instruments 
Standardized tests provide objectivity, validity and 
reliability, and specify conditions of administration to 
insure that results obtained from the test can be 
generalized to other samples. Training in measurement and 
evaluation is necessary to insure quality in the 
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instrument. if the instrument is to be standardized (Gay, 
1981). 
In creating testing instruments, issues such as 
validity, reliability, and test administration must be 
addressed. Validity is the degree to which a test measures 
what it was created to measure. Types of validity include 
content validity, construct validity, concurrent validity, 
and predictive validity. Content validity is determined by 
expert judgment. There is no formula to compute it or way 
to express it quantitatively (Gay, 1981, p. 112). In test 
construction, the selection of experts to insure content 
validity is critical. Construct validity measures the 
degree to which a test measures a hypothetical construct. 
It frequently requires a number of independent studies to 
establish the credibility of a test as a construct. 
Concurrent validity measures the degree to which scores on 
one test are related to scores on another already 
established test. This type of validity is established by 
correlation between the two tests. Predictive validity is 
the degree to which a test can predict how well an 
individual will do in a future situation. This is 
particularly important for tests that will be used to 
classify or select individuals. Of prime importance in 
predictive validity is the selection and definition of the 
criterion used to measure the behavior. This type of 
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validity is also established by the correlation of two sets 
of scores. 
Reliability relates to consistency of measurement. It 
can be measured in a variety of ways including test-retest, 
equivalent forms, split-half, rationale equivalence, 
scorer/rater, reliability coefficients, and standard error 
of measurement. Of these, the first three deal with 
correlational data. Test-retest describes consistency of 
scores over time. Equivalent forms reliability is 
appropriate where various forms of the same test are being 
standardized. Split-half reliability deals with internal 
consistency, and presumes that the entire test is measuring 
the same construct (Gay, 1981, p. 116). The standard error 
of measurement is an estimation of how often errors of a 
given size can be expected. Small standard errors of 
measurement indicate high reliability. 
Test administration is related to scorer/rater 
reliability and to duplication of testing conditions. 
Tests which can be performed independently by the 
participant help lessen chances of scorer/rater influence. 
Tests that have items which do not require subjective 
interpretation by the scorer/rater also increase 
reliability in the instrument (Gay, 1981, p. 122). 
Because standardized testing is not acceptable for 
purposes of employment or promotion, standardized tests can 
not be used as the method of identifying workers lacking 
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basic skills. Instruments have to be developed for each 
specific job. The development of job-specific screening 
instruments is time consuming. The primary concern in the 
development is content reliability. Other measures of 
validity and reliability are inappropriate for the 
screening instrument because in cannot be standardized and 
comply with EEO guidelines. 
In summary, the literature regarding workplace literacy 
assessments at the time this study was conducted had not 
established methodology. The need for job-specific 
assessment was discussed, as was the changing skill level 
required by the workforce, and the current levels of 
workplace literacy. Methodologies appropriate for research 
of this type were reviewed. Correlational research was 
identified as appropriate for describing the relationship 
of one factor to another when multi-variable conditions 
exist. Literature regarding the construction of test 
instruments indicated the need for reliability, validity, 
and standardized administration methods for any 
standardized test, however these considerations are limited 
for the construction of non-standardized screening 
instruments. 
Following the completion of the data collection for 
this-study, two additional pertinent pieces of literature 
were published. The Bottom Line: Basic Skills in the 
Workplace discusses a literacy audit system, but states 
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that this audit should be "performed by an outside agency, 
consultant, or a trained human resources staff member ... " 
(The Bottom Line, 1988, pg. 13). The article further 
states that the procedure "is not inexpensive" (The Bottom 
Line. 1988, pg. 13). The fifth step of the literacy audit 
is to build a test that asks questions relating 
specifically to the employeeJs job or job group. The 
methodology described is to use job related language and 
style with situations and formats in which the basic skills 
being tested actually occur. The article suggests that 
employees be asked to perform the tasks that simulate what 
they encounter on the job (The Bottom Line, 1988, pg.15). 
The audioconference, "Workplace Literacy: Designing 
Effective Local Partnerships Involving Business and 
Education" discussed the need to integrate job skills and 
basic skills training. Dr. Thomas Sticht was asked to 
comment on the need to validate job-specific assessment 
tools. Dr. Sticht responded that the only reason to 
validate a job-specific assessment tool was to measure its 
predictive value. He suggested two possible methodologies 
for accomplishing the validation: 1). to administer a 
standardized test at the same time as the job-specific test 
and to do a statistical regression equation between the 
two; and 2.) to conduct item response testing by embedding 
items from standardized tests within the job-specific test 
17 
(Workplace Illiteracy Audioconference, Washington D.C., 





The purpose of this was study was to develop a cost 
effective and legally acceptable method to identify workers 
lacking basic skills for a specific job. 
The population for this study was composed of male 
managers and employees from St. John~s Hospital Maintenance 
and Plant Operations Department and from the City of Tulsa 
Storm Water Management Department. The St. John~s group 
consisted of 45 members. Eight managers comprised one 
group. The remaining participants held five different jobs 
or positions, and were placed in groups according to like 
job descriptions. These groups totalled 12, four, 11, 
five, and five, members respectively. The participants 
from the City of Tulsa Storm Water Management Department 
totalled 51, 10 of whom were managers. The remaining 41 
participants were placed into seven groups formed by like 
job descriptions. These groups had memberships of seven, 
six, eight, eight, three, eight, and one. Specific 
information for each subject regarding age, race, and 
educational level were not available as these tests were 
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taken anonymously and turned in voluntarily. However, the 
ages of St. John's employees in the department ranged from 
23 to 64. Ethnic groups represented at St. John's were 
black, Caucasian, American Indian, Hispanic, and 
Vietnamese. One employee from this group was totally deaf. 
The age ranges for employees in the Storm Water Management 
Department were 20 to 64. Ethnic groups represented by 
Storm Water Management were black, Caucasian, and American 
Indian. 
Null Hypothesis 
The null hypothesis was that there was no significant 
relationship in the results between a standardized adult 
functional literacy test and a job-specific screening 
instrument. 
Description of the Instruments 
Instruments used in data collection were workplace 
literacy screening instruments and a standardized adult 
functional literacy test. 
A total of 14 different workplace literacy screening 
instruments were developed, one for each group tested. 
All screening instruments were comprised of 20 items. 
Screening instruments for the two groups of managers were 
developed by the researcher with assistance from the 
supervisor of each group of managers and reviewed for 
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content by the supervisor. Screening instruments for 
employees were developed by the manager for that specific 
job under the direction of the researcher and were reviewed 
for content by the researcher. Assuming that supervisors 
and managers were subject matter experts regarding written 
materials used in a given job, the content validity of each 
screening instrument was protected by utilizing these 
people to construct and review each screening instrument. 
Development time for the screening instruments created by 
the researcher required about two hours per instrument. 
Development time for screening instruments developed by 
managers required approximately one hour of training in a 
group situation and three hours of independent work on the 
part of the manager. Screening instruments were developed 
from forms, labels, and manuals used in each specific job. 
Mathematical operations were included where applicable. 
Types of items included in the screening instrument were 
matching, multiple choice, true and false, and fill in the 
blank. The content of items included vocabulary and 
reading comprehension. Four of the screening instruments 
were arbitrarily selected and reading levels were 
calculated. The readability index used was the Gunning 
F.O.G. index (Laubach, 1977, np). Reading levels ranged 
from -grade level 5.8 to 9.6 with an average of 7.9. 
After reviewing several possible standardized adult 
functional literacy tests, the Reading/Everyday Activities 
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in Life, Form A, was selected because of its high validity 
(Pearson product moment correlation with the Stanford 
Achievement Test was .74 {n=434} and standard error of 
measurement equal to 5.28) and because of the short 
administration time compared with other tests reviewed. The 
R/EAL used a reliability sample of 434 individuals ranging 
from 16 to 21 years of age. The groupJs average reading 
equivalency was 5.2 on the Stanford Achievement Test. The 
test manual states "Since the R/EAL was designed to assess 
mastery of the content representative of functional 
literacy, the usual procedures for establishment of norms 
are not followed" (Lichtman,1978). The Gunning F.O.G. 
Index of readability was calculated for those sections of 
the R/EAL test which incorporated whole sentences in the 
text. The readability of the sections ranged from grade 
level 2.6 to 17.5 with an average of 8.9. The summary from 
the Adult Performance Level Project which discussed the 
R/EAL test listed the administration time as 20 to 30 
minutes. Comparable tests listed administration times of 
between 45 and 110 minutes (Reading and Functional Literacy 
Tests, 1987, np). 
Data Collection 
Collection of data occurred from March 30, 1988 through 
June 2, 1988. All members of each group were tested at the 
same time. Both the workplace literacy screening 
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instrument and the standardized test were administered 
during the same testing period. The researcher 
administered both tests to each of the two groups of 
managers. Training for administering the standardized test 
was given to all managers. A script from the test manual 
was provided to protect against administrator bias. Each 
manager administered both tests to the employees under his 
supervision. In every setting, the standardized test was 
administered first, then the screening instrument. In 
every setting, the participants were presented with the 
written material from the standardized test. The test 
administrator read the questions from the printed script 
regarding the written material. The participants responded 
in writing per administration instructions. The screening 
instrument was designed so that the administrator was not 
required to read any of the items of the test to the 
participant. This strategy provided a safeguard against 
administrator coaching. It also required less total time 
for administration because the worker could work 
independently and at his own pace. In the case of the 
totally deaf subject, the standardized test was signed from 
the script by a volunteer from the Tulsa Speech and Hearing 
Clinic. Because the screening instrument required no aural 
interpretation, it was done independently by the deaf 
subject. 
The standardized test required from 30 to 55 minutes to 
administer, depending on the group being tested. The R/EAL 
test does not require limited time to insure valid 
administration. However, because time is also a cost 
issue, the administration time was noted. The 
administration of the screening test required from seven to 
15 minutes, depending on the group being tested. 
After all testing had been completed, the researcher 
scored all tests. Scoring for the standardized test 
required from five to nine minutes per test. Scoring for 
the screening instrument required between one and three 
minutes per test. Scores for all the test were converted 
to percentages to allow comparison on approximately an 
interval level. 
Analysis of the Data 
Percentage test scores from the standardized tests and 
from the screening instruments were compiled. A 
computerized statistical analysis was conducted utilizing a 
general linear models procedure. The Pearson product-
moment correlation coefficient was computed to analyze the 
relationship between two quantitative variables, the 
percentage scores of the screening instrument and the 
percentage scores of the standardized test. The correlation 
coefficient and a t score were calculated to determine 
predictab~lity of the results of the standardized test 
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based on the scores of each screening instrument. The 
scores of three of the job-specific groups were also 
correlated. Scatterplots were generated for the percentage 
scores of all tests and for the percentage scores of each 
of three subgroups. 
Summary 
This chapter has included the procedures for the 
collection of the data in this study. The population was 
described. The null hypothesis was stated. The 
instruments used for the data collection were discussed. 
The time frame and method of data collection were outlined. 




Correlation of the Screening Instrument 
to the Standardized Test 
The purpose of this was study was to develop a cost 
effective and legally acceptable method to identify workers 
lacking basic skills for a specific job. 
The Pearson product-moment correlation coefficient was 
computed between the standardized test scores and the 
scores from the screening instrument. Analysis was first 
completed using the standardized test as the dependent 
variable. A second analysis was conducted using the 
screening instrument as the dependent variable. In both 
cases, the observed correlation of .7023 was statistically 
significant (t = 9.56, DF = 94, P = .0001). The following 
data were formulated by using the standardized test as the 
dependent variable in the formula for the slope of a linear 
regression. Because the screening instrument had no 
standardized score indicating a pass/fail point, the 
formula for linear regression was used to establish the 
percentage passing mark for the screening instrument. It 
was calculated to be 72.876 rounded to 73 using the 
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recommended score of 80 as the passing mark for the R/EAL 
standardized test. Figure 1 (page 28) is a scatterplot 
representing the scores. Correlations were also calculated 
for three subsets of scores. A subset of test scores of 8 
managers was statistically significant with an observed 
correlation of .8842 (t = 4.7338, DF- 6, P = .05). (See 
Figure 2, page 29.) The correlation coefficient was 
calculated for a subset of scores of 11 line employees and 
proved statistically significant with a value of .7387 (t = 
2.3282, DF = 9, P = .05). (See Figure 3, page 30.) A 
subset of scores for 12 line employees did not prove 
statistically significant with a correlation of .4105 (t = 
.5845, DF = 10, P = .05). (See Figure 4, page 31.) 
Results of the Screening Test as 
Compared to the Standardized Test 
Of the 96 sets of tests administered, 11 employees, or 
11.46 percent of those tested, scored below the acceptable 
criterion of 80 for the R\EAL test. Ten employees, or 
10.42 percent, scored below the acceptable criterion of 73 
for the screening instrument. Table I (page 32) is a 
summary of pass/fail data. Eight of the employees tested 
scored below the satisfactory level on both tests. Three 
of the employees tested scored satisfactorily on the 
screening instrument but below the satisfactory criterion 
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SUMMARY OF GROUP PASS/FAIL DATA 
NUMBER NUMBER PERCENT NUMBER PERCENT 
IN PASSING PASSING PASSING PASSING 
Group TYPE SCREENING SCREENING R/EAL R/EAL 
8 Manager 8 100 8 100 
12 Employee 11 92 12 100 
4 Employee 4 100 3 75 
11 Employee 11 100 10 91 
5 Employee 4 80 4 80 
5 Employee 4 80 5 100 
10 Manaqer 9 90 9 90 
7 Employee 6 86 6 86 
6 Employee 4 66 4 66 
8 Employee 7 88 6 75 
B Employee 8 100 8 100 
3 Employee 3 100 3 100 
8 Employee 6 75 6 75 
Employee 100 1 100 
96 86 85 
scored satisfactorily on the standardized test but below 
satisfactory on the screening instrument. Table II (page 
34) represents these data. 
The standard error of measurement for the screening 
instrument was calculated to be 2.75. The standard error 
of estimate reported for the reliability of the R\EAL test 
was 2.75. 
Consideririg the standard error of measurement for each of 
the two tests, all of the employees who scored 
satisfactorily on the standardized test also scored 
satisfactorily on the screening test. Considering the 
standard error of measurement for both tests, one employee 
scored satisfactorily on the screening test but not the 
standardized test. Table III (page 35) depicts this 
analysis. 
Summary 
A statistically significant relationship (r = .7023, t 
= 9.56, DF = 94, P = .0001) was found between the screening 
instrument and the standardized R\EAL test. Two of three 
subtests also had statistically significant correlation 
coefficients. The third subgroup contained one set of 
scores which differed considerably. Due to the small 
sample size, this wide variance in scores could have 
strongly effected the correlation of this subset of scores. 
A disparity was found between the nationally estimated 






COMPARISON OF TEST RESULTS PER GROUP 
WITHOUT CONSIDERATION OF THE STANDARD 
ERROR OF MEASUREMENT 
NUMBER NUMBER NUMBER NUMBER 
PASSING FAILING PASSING PASSING 
BOTH BOTH SCREENING R/EAL 
SCREENING SCREENING BUT NOT BUT NOT 
AND R/EAL AND R/EAL R/EAL SCREENING 
. ··--- -···--·------ ----- -~-- --- -·-·---------·------------------------ .. - .... -········------ --------- ---·-·-····-···- _________ ., _____ ,. _______ -----------·-··-
8 8 0 0 0 
12 11 0 0 1 
4 3 0 1 0 
11 10 0 1 0 
5 4 1 0 0 
5 4 0 0 
10 9 1 0 0 
7 6 1 0 0 
6 4 2 0 0 
8 6 1 1 0 
8 8 0 0 0 
3 3 0 0 0 
8 6 2 0 0 
1 0 0 0 
-------- ---




















COMPARISON OF TEST RESULTS PER GROUP 
WITH CONSIDERATION OF THE STANDARD 
ERROR OF MEASUREMENT OF EACH TEST 
NUMBER NUMBER NUMBER NUMBER 
PASSING FAILING PASSING PASSING 
BOTH BOTH SCREENING R/EAL 
SCREENING SCREENING BUT NOT BUT NOT 
AND R/EAL AND R/EAL R/EAL SCREENING 
- ··-· ···-· -------- -- ------ -~-·--------·. ----------·------ ---------·-··-··--·······"·-
8 0 0 0 
12 0 0 0 
4 0 0 0 
10 0 1 0 
4 1 0 0 
5 0 0 0 
9 1 0 0 
6 1 0 0 
4 2 0 0 
6 2 0 0 
8 0 0 0 
3 0 0 0 
6 '2 0 0 
0 0 0 
-----· -------- ------
86 9 0 
within the tested population. However, this may be 
explained by the voluntary nature of the sample population. 
Considering the computed standard error of measurement for 
each test, only one employee did not display comparable 
scores on the two tests. 
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CHAPTER V 
SUMMARY, DISCUSSION OF THE LIMITATIONS, 




The purpose of this study was to create a method of 
identifying workers lacking basic skills for a specific 
job. This method must be cost effective and in compliance 
with Equal Employment Opportunity guidelines. The results 
of this study are to be used to provide information 
regarding detection of basic skill deficiencies. They are 
also to be used to provide a practical model for the 
assessment of workers with basic skill deficiencies for 
private industry. 
A review of current literature was conducted and, prior 
to the time the data for this study were collected, no 
literature was found which addressed methods of assessment 
for workplace literacy. Literature regarding selection of 
research methods and considerations for instrument 
constructibn were also reviewed. Following the data 
collection, two sources of pertinent information were 
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released. Both sources described procedures which 
reinforced the methodology utilized in this study. 
Parallel testing was conducted with 96 subjects using a 
job-specific screening instrument and a standardized adult 
literacy test. The Pearson product-moment correlation 
coefficient was calculated to analyze the relationship 
between two quantitative variables. 
Discussion of the Limitations 
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There were several limitations in the study. The most 
problematic was the low number of subjects on which the 
parallel testing was performed. The purpose of this study 
was to devise a legal and effective method of screening 
employees to detect basic skill deficits. To comply with 
the legal guidelines outlined by the Equal Employment 
Opportunities Commission, the screening instrument had to 
be job-specific. That restriction required the use of 
materials and language in each screening instrument that 
were specific to the position involved. It also implied 
that only employees who held a specific position or who 
were being considered for a specific position be given the 
test for such position. It specifically stated that the 
instrument could not be a standardized test unless validity 
and reliability had been established for that particular 
standardized test. The skills measured by the standardized 
test had to measure exactly the basic skills necessary for 
that specific job. 
Because validation and reliability require large 
samples or methods of repeated testing, standardization is 
impossible for many positions in the workforce. 
Frequently, not enough people hold a specific job within a 
corporation to provide the numbers of subjects required to 
standardize a job-specific test to measure basic skills. 
Dr. Thomas Sticht, President of Applied Behavioral & 
Cognitive Sciences, Inc., addressed the issue of the need 
to establish validity and reliability of job-specific 
instruments. He stated that validity and reliability 
should not be an issue unless the job-specific instrument 
is going to be used for predictive purposes. 
The purpose of this study was not to predict the 
outcome of the standardized test based on the score of the 
job-specific test. The intent of this study was not to 
standardize the job-specific screening instrument. 
Therefore, proof of validity and reliability required for 
standardization of a measurement instrument were not 
central to the study. Face validity and content validity 
of the items included in the job-specific instrument were 
issues of concern. To insure that these criteria were met, 
managers and supervisors were involved in the construction 
of the items included in the screening instrun1ent. 
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Because the purpose of this study was to devise an 
effective means to detect basic skill deficits of 
employees, some method had to be employed to substantiate 
the premise that the screening instruments were effective 
in detecting skill deficits. As cited in the above review 
of the literature, Sticht recommended one of two procedures 
to accomplish validity for predictability. The first was 
to administer both the job-specific screening instrument 
and a standardized test and calculate a regression 
equation. The second method was to embed items from 
standardized tests within the job-specific tests and 
calculate item response validity and reliability. Although 
the intent of this study was not to predict one score by 
using another score, the first method indicated by Sticht 
was selected because a statistical process allowing 
predictability also shows relationship. The task of this 
study was to discover if any relationship existed between 
the scores achieved on a job-specific screening instrument 
constructed to measure basic skill levels and a 
standardized test for functional literacy. 
The conditions existing in the work place are not ideal 
for true statistical research. Statisticians argue that 
validity is a requirement for any measurement tool. but 
federal regulations regarding testing in the workplace 
specifically prohibit the use of standardized instruments. 
Even if federal regulation did not prohibit standardized 
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instruments, the numbers of subjects available for any 
given job could make validation an impossibility. The low 
number of subjects in this sample give adequate cause to 
question the statistical results in the realm of pure 
research and statistical application. However, there is an 
appropriate arena for this line of research (Stoker, 1988). 
Although the conditions of this study do not meet all the 
criteria for statistical significance, an attempt has been 
made to apply accurate and accepted research procedures to 
study an existing problem in the workplace. The 
correlation coefficients were statistically significant in 
three of the four linear regressions which were computed, 
although the statistical and predictive implications of 
these results could be improved if the numbers involved in 
the study had been greater. 
A second limitation was the purely male population. 
The normative data for the standardized test were collected 
with a mixed gender population. Although the test 
documentation does not infer a difference in the scores of 
a singularly male population, a non-controlled variable was 
introduced into the study. 
A third limitation of the research was the voluntary 
nature of the testing. The results of the tests indicated 
percentages of functional illiteracy that were 
significantly lower than the percentages predicted by the 
United States Department of Labor. Because this testing 
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was voluntary, it is reasonable to expect that some of 
those employees who refused to complete the assessments did 
so because they lacked the skills necessary to score 
favorably. The addition of those employees~ scores may 
have more adequately predicted the real level of workplace 
illiteracy in the population. 
A fourth limitation was that the test is not a 
criterion referenced screening instrument and therefore 
does not give diagnostic information about which skills may 
be deficient. This is a limitation of this method of 
assessment for workplace literacy. Because it is not 
diagnostic, workers cannot be placed in appropriate 
programs based on the test results. 
Discussion of the Interpretation 
It should be noted that it is possible to receive a 
passing score on one test and a failing score on the other 
test without inferring an error in either score. For 
example, if a job requires higher than basic skills, and 
the screening instrument reflects these job-specific skill 
levels, the standardized test could be passed easily while 
the screening instrument might be failed. Scores of this 
type would indicate that the worker had adequate basic 
skills but lacked academic skills sufficient for a the 
higher job~specific instrument. If a job requires lower 
than basic skills, and the screening instrument reflects 
42 
these job-specific skill levels, the standardized test 
could be failed while the screening instrument might be 
passed. In this example, the worker had competency at the 
level required by the job but insufficient skills to 
complete the standardized test. 
If the purpose of the screening instrument is to 
identify workers who lack skills for their present job, the 
purpose would be accomplished because the instrument 
reflects the required skill level. If the purpose of the 
screening instrument is to detect workers who have 
insufficient basic skills, the score on the screening 
instrument could be misleading, if the specific job 
requires skills higher or lower than the level of basic 
skill. The difficulty is introduced if, in comparing the 
scores of the screening instrument and the standardized 
test, the scores are both expected to reflect a pass or a 
fail to be accurate. A passing score on one test and a 
failing score on the other test does not necessarily 
indicate an error in the score of either test. 
Conclusions 
The use of job-specific screening instruments created 
by managers is an effective and accurate way to identify 
workers who may be workplace illiterate. Although there 
were clear limitations to the research, the statistical 
analysis revealed that there were positive correlations 
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between the scores from the screening instrument and the 
scores from the standardized test in three of the four 
analyses conducted. 
The population of this research included both managers 
and line workers. The job-specific screening instrument 
proved equally effective for both groups. 
This method allows supervisors to create job-specific 
screening instruments which can be easily modified as job 
tasks change, making the instrument more practical in the 
rapidly changing job arena. The screening instrument can 
be administered quickly and easily. It can be administered 
in group settings or individually. It does not require the 
presence of a test administrator, except to insure that the 
instrument is completed independently by the worker. The 
screening instrument can be scored quickly and requires 
only a pass/fail interpretation of the results. 
The actual test scores revealed that there was a 
significant number of workers in the groups tested who 
should be evaluated further for placement in a basic skills 
enhancement program. 
Recommendations for Further Research 
Because of the limitation of the sample size, further 
research should be conducted using the parallel testing 
model described in this study. The continuing research 
should be done with larger samples which include female 
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workers. This additional research should be conducted in 
various areas of the country to preclude geographic and/or 
cultural bias. Research should be conducted with various 
job types and with all levels of corporate structure from 
line employees through and including top management. 
Research should also be expanded to investigate the use 
of the screening instrument as a diagnostic tool. Item 
analysis is one method which could be used to accomplish 
this. Although the supervisor would not be able to compile 
this information, an educational specialist could review 
each test and assign grade level equivalents to each test 
item. This would reduce the need for further assessment of 
the worker prior to basic skill program selection. 
Recommendations for Practice 
Although job-specific testing has been generally 
accepted as a requirement of employment, a legal opinion 
about the right of the employer to require participation in 
testing is still needed. If the testing can be required, 
it is anticipated that percentages of functional illiteracy 
will more closely approximate those predicted by the United 
States Department of Labor. If the legal opinion provides 
the right to an employer to require job-specific testing, 
further research could and should be conducted to include 
all employees from the participating company or department. 
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Because the screening method employed is not a 
diagnostic assessment, workers identified in this study as 
lacking basic skills should receive further evaluation to 
assess their current basic skill levels. If the assessment 
so indicates, they should be offered the opportunity to 
receive basic skills training in an appropriate program. 
Implications 
There are four major implications of this study. First 
is the issue of mandatory vs voluntary employee testing. 
This study was limited because participation was voluntary. 
The lower occurrence of workplace illiterate employees in 
this study could be attributed to its voluntary nature. 
Even the existing model programs for upgrading basic skills 
are being conducted on a voluntary basis. The true impact 
of basic skills training on productivity can only be 
estimated because those employees most severely limited in 
basic skills may not be participating in basic skill 
enhancement programs. The cost of upgrading basic skills 
may also be minimized as a result of voluntary 
participation. The true numbers of employees requiring 
training may not be known. 
If productivity is to increase through workplace skill 
training for current employees, skill deficits for all 
employees must be identified. To accomplish this, testing 
must be mandatory rather than voluntary. This will require 
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that assessments be done at all job levels and in 
compliance with government guidelines. Mandatory testing 
is an issue which is not currently being addressed in the 
workplace. No initiative is being taken to explore the 
legal or financial ramifications of mandatory, job-specific 
testing for basic skills. 
A legal opinion regarding the job-specific screening 
procedure should be provided. If it is proven to be within 
government guidelines, the issue of job skill competency 
and mandatory testing to prove that competency could become 
a workplace standard. 
If job-specific testing becomes mandatory, all 
employees will be tested before every change in job 
requirements and before every job promotion. The financial 
ramifications of this amount of testing are unknown at this 
time. They are dependant on ease and speed of instrument 
development and the time required to take and score each 
instrument. 
The second major implication of this study is that an 
effective way must be developed to deal with training and 
retraining. If testing becomes mandatory, each employee 
will have to be tested as job requirements change. Even if 
testing does not become mandatory, the constant skill 
changes required of the workforce, and the skill deficits 
revealed in the current workforce, outline a seemingly 
unending task in training and retraining the workforce. 
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Currently, business and industry do not have staff, 
facilities, or budgets to provide the quantity and quality 
of training required to keep the workforce productive. 
Systems for assessing job-specific basic skill 
requirements, assessing basic skills levels for employees, 
and providing programs for basic skill enhancement must be 
developed. 
The third implication is that an effective method to 
create basic skill assessments needs to be devised. 
Workforce assessments need to be timely and reflect current 
skill needs. Input from professionals in both industry and 
education will be required to accomplish this task. 
Business and industry have a variety of professionals 
within their ranks. Two who have particular bearing on 
this study are the personnel expert and the line 
supervisor. Employees in personnel and human resource 
departments are often personnel specialists with expertise 
in areas such as wage benefits and Equal Employment 
Opportunity. Supervisors have expertise in the application 
of skills and technologies. However, business and industry 
do not have professionals in the area of adult skill 
assessment. 
Adult educators have expertise in assessment. However, 
few are familiar with business and industry job-specific 
tasks and procedures. Adult educators possess the 
knowledge to create job-specific assessment instruments. 
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However, a considerable amount of time would have to be 
invested for the adult educator to independently learn the 
job skill thoroughly enough to create an assessment 
instrument. The development of each assessment tool would 
be time consuming and costly if the development was left 
entirely to the adult educator. This would make the 
project cost prohibitive to the majority of companies who 
need worker assessments. 
For assessment instruments to be created, a partnership 
between the business professional and the educational 
professional must be established. The use of each 
professional, the supervisor and the educator, must be 
optimized to provide the most accurate and timely 
assessment tool possible. This study provides a working 
model for this partnership. It involves an adult educator 
training business people to construct basic skill 
assessment tools. 
The concept of training employees to be trainers is not 
new, but the concept of training employees to be educators 
is new. The concept of educators creating academic 
assessments is not new, but the concept of educators 
creating skill assessments particular to a specific job 
task is new. 
The fourth implication is that a partnership in program 
design and implementation must be created between business 
and industry and education. The blending of business and 
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educational skills is essential for the workforce to be 
upgraded. No single segment of society can tackle the 
problem alone. 
A new workplace is evolving, a workplace which no 
longer separates business and adult education. It is a 
workplace which requires that adult educators become 
"workplace literate" regarding business and industry~s 
goals and objectives. It is a workplace which requires 
that business and industry become "workplace literate" 
regarding the psychology and methodology of adult learning. 
The establishment of this partnership will require 
energy. Business must provide opportunities for adult 
educators to learn about productivity and profitability. 
Educators must provide opportunities for business to see 
employees as people, as learners who can be motivated to 
improve themselves. Both business and education must 
research the connection between knowledge and productivity, 
and both must commit themselves to providing programs 
designed to establish that connection. 
The linkage between business and education which was 
necessary to conduct this study, and the results generated 
by that linkage, are proof that the potential exists. It 
requires development and nurturing. 
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READING/EVERYDAY ACTIVITIES IN LIFE 
TEST FORM A 
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SAMPLE QUESTIONS FROM THE ADMINISTRATION 
MANUAL OF THE READING/EVERDAY 
ACTIVITIES IN LIFE 
TEST FORM A 
The following questions are read aloud to the test 
participants from the test manual. The manual states that 
undo emphasis to any word or phrase should be avoided and 
that the script should be followed exactly as printed. The 
participant listens to the question, reads the material 
provided on the test sheet, and fills in the answer on the 
answer form. 
Section One - Highway Signs 
"What is the number of the sign that tells the divided 
highway ends?" 
Section Two - Television Schedule 
" What is the name of the earliest program on Thursday 
morning?" 
Section Three - Cheese Pizza 
"Give a title to the picture for step 2 of the 
directions." 
Section Four - Drug Article 
"What is one sign of true heroin addiction?" 
Section Five - Food Ad 
"Name three kinds of sausage sold at M & L Market." 
Section Six - Lease 
"According to the third paragraph, who pays the water 
bill for the apartment?" 
Section Seven - Road Map 
"What· is the shortest road to take from Hudson to 
Milford?" 
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Section Eight - Help Wanted Ads 
"What are the names of two companies that need car 
salesmen?" 
Section Nine - Application Form 
"Write in your full name." 
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1. "French Connection or "Flintstone Show" 
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STEP II. 
Us•r.; shorttn•nE. arusr ••II a 
I' pozu pan or 1 II' a 14" 
rt:lln£1t or, COO~tt ShHt. 
Grust hnrt:s or dop thtm 
lo;•.tr) in flour. Spruo p:zn 
d~•['· to tOEn of pan P.nch 
liP tart~ 1ti • to form rem 
kur CIMt:! p:UI UUCf Owtr 
d,ur~ Spruo to tders 




~ STEP I 
I Frt~n: o.en It«?~' f . 
2 Pv: O•lla1aour ,.. • 1n 1 small 
~-: 
l. &:~~;c.-;".,,, ••'f': ••ter to 
1"':.1 Sttr • ·~~ for• urrt•lllfflour 
Plrt•:lu l't mo.Sttftt~. ll\tn 
st r .,,.,~"1'1 It• 2~ slrolots. 
Cc .. ,~ be .. • lt~ r.a~d an warm 
p:1:t tor ~ m.nu:t! 
~ STEP Ill 
Spron~lt d'fttt M• Uuct. 
81i\r "" prthrat~ own for 
I~ ?0 m·~lllr; o• untol crust IS 
dts"" b·O~"fS:S 
10 S.·wt '"'""lhate:, 
M16 ~ u~ p11ll dour'• 1\ d•rtcltj a~vt Cru · • : .. 1 .,- nw- ro ' or p111t•c 
••Jt ,.,:1 ''"'' ., rtiurtrator uo to« f'IC~.:r:. [ • "O' Pr. • "111 uw:t or chttSt 
on dt~ur• ur.hl1ust btl'" bl~•nt 
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NARCOTIC DRUGS 
·<:: ... · 
,.; 
""" ... _. . ~. :. ": ' ' ·. 
WHAT ARE NARCOTIC DR GS? '· '· ·::;;.~~~::·~:~: 
···: ''':':<:;: 
The term narcotic referr., generally, to opium and 
pairH<illing drugs made from opium, such as heroin, 
morphine, paregoric. and codeine. These and other 
opiates are obtained from the juice of the poppy fruit. 
Several synthetic drugs, such as demerol, and dolo-
phine, are also classed as narcotics. Opiates are widely 
used in medicine as pain killers. Cocaine, made from 
coca luve5, and marihuana are classified legally but 
not chemically as narcotic drugs. 
Since heroin appears to be the narcotic used by 
most addicts today, these questions and answers deal 
mainly with heroin. 
WHAT IS NARCOTIC ADDICTION? 
When the abuser of a narcotic gets "hooked" 
meaning addictl!d - his body requires repeated and 
larger doses of the drug. Once the habit starts, larger 
and larger doses are required to get the same effects. 
This happens because the body develops a "toler-
ance" for the drug. 
One of the signs of heroin addiction is withdrawal 
sickness. When the addict stops using the drug, he 
may rweat, shake, get chills, dierrhea, nausea, and 
suffer sharp abdominal and leg cramps. Modern treat· 
ments help thea addict through tnese withdrawal 
stages. Science now has new evidence that the body's 
physical addiction may last much longer than pre-
viously believed. 
There is another kind of drug dependence con-
nected with the use of narcotics This is known as 
psychological dependence. That is, taking the drug 
also becomes a habit for emotional reasons. For ex-
ample, the addict comes to depend on the drug as a 
way to escape facing life. 
Narcotic use can become elll!n more of an ascape 
than expected, because large or unexpectedly pure 
doses can and not uncommonly do result in death. 
WHAT IS THE EFFECT OF THE DRUG? 
Typically, the first emotional reaction to heroin 
is rl!duction of tension, easing of fears and relief from 
worry. Feeling "high" may be followl!d by 1 period 
of inactivity bordering on stupor. 
Heroin, which is usually mixed into a liquid solu-
tion and injected into a vein, appears to dull the edges 
of reality. Addicts have reportl!d that heroin "makes 
my troubles roll off my mind," and "it makes, me feel 
more sure of myself." 
The drug depresses certain areas of the brain. and 
may reduce hunger, thirst. and the sex drive. Because 
addicts do not usually feel hungry, their hospital care 
may include treatment for malnutrition. The drug may 
also reduce feelings of pain. 
Withdrawal symptoms appear in the addicted per· 
son about 18 hours alter the drug has been discon-
tinued. 
In gener1l, effects of the drug are influenced by 
many factors. These include the user's personality, 
size and frequency of dose, and how the drug is taken. 
WHO TAKES NARCOTICS? 
Studies by the U.S. Public Health Service show 
that heroin addiction today is found chiefly among 
young men of minority groups. in gheno areas Of 
the more than 60,000 known addicts listed by the 
Bureau of Narcotics and Dangerous Drugs, more than 
half live in New York State - and most of them in 
New York City. R~nt f;gures show that more than 
half of the addicts are under 30 years of age. 
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f!?OD AD 
PERFECT EATING EVERY TIME 
Tomato Soup -~~ ~-~ Jic 
Soda Crackers . ..::-.:::~::JSc 




:. Pers•s' Ammonia e -'::":!.~- :::. JSc 
\ ' ...,_. .. 
. .-\ Litlui• ll•ch • -=-= ::=-J9c 
' DISCOUNT PRICES 
Met DrW.s ~-=- 2 ·;! St lywl -.:=:- 'i:- .,. 
"- "::" :.:St l....,u.M -=.. -::77 
,_,. ..,.,, -=·· :.:.s· <leHur :; .: 2l 
... .,.,, -":'1.:::.. ::,. ,.,., ,...... = -:. 
S.ftDrirols _..~. ::n- lwryu.M ':'.r :: .,. 
, ...... o..;.,, - • 10' ,_, , ....... - 2. JJ 
fruh """'' --· • 2t GeWn (erreh- 2.:. 27· 
APPLES v~;·· 4 fJ Red lekay J9c Dol .. -. ..... Grapes • 
5 ~----...._ ..... _....__... ________ ~..__ 
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LEASE 
AND THE LESSOR AND LESSEE for themselves. their heirs. exl'Culors . .:~dminislr~lors and assigns 
do hercb)' covenant. to and with each other as follows: 
1. That th~ aforeSaid rrntal shall includt" thr c-ost of cas. for normal ('()()kine purpose-• and rlrctririt)' for normal 
Jiehunc and usual hou~r-hold apphanrr- purpose• used by Uurc on 1aid premises. PkO\'IDEil. HO\\'EVER. thou the-
l.lss.or 1hall n01 be babl~ to .l..;e>ll~t"(' or to any other penon for damaees oi Injury re.uhintt from temporary foulure of the 
electric or &lti ~ke. l...l"ssl"r a.::rf'rs not to _instaH or operatr in said apartment or buudme. an)' elcl·tnc a1r condition· 
snc ma&.hi.nr. washina marhinr, or deep frffze, nor torect an)' ou11ide triPVJSJon a~rials wnhout farst obtajning the wrinen 
consent or &he Lenor, v.·hu~h c.·on~ornt mo:ay be te\·okrd by Lessor at any ume. 
2. The Lenor shall not be- hablc for failurr to drlh·er poneuion of said pre-m1se~ at thf' umr 11ipul.ltf'd herein 
as the datf' of thr comme-ncrmcnt of 1hf' lrnancy. nor shalJ suc-h failure e-xcuse the ~ .. sf'r's obh~;auon hrrrundrr. exceop1 
that in thr event of dPb)' on part of Le-ssor in dehverine said premises to ~ueP. tht rPnt herein supulatC'd 10 be paid 
b)' Uuf"C' ahaiJ be abated for the period from thr date- of thr commen~mrm specifird m 1his aKTeemenl to the da1r pos-
session is tendered to Uurr. 
3. The. Lrnor hPrf'by cu\'enant!lo and arrees with the Leuee to furnish withouc additional cCKt. hot and t·old 
watPr to 211 fixture~ pro\'ldf'd for thr same, heat at aU proper aeas,ons of tht year to rad1a1on. "''hrre msaallt-d, elec-tric 
b&ht bulbs and eh:cuic fusPs at the lime- "M'hen Lesue tak.eos posse-n1on but not thereafter 1C lllior shall furnist- Ve-ne-
lian tihnds, same- arr tn rrmam the propeny of Lte-ssor 
Thr Lrnor has installed an rlf'C'Iril' refricrraror and &as ranJe in thP dc-mtseod premises. and under no Nndition 
shall sa1d r-quipmrnt be rrmoved from &aid preom1sr". The use by Uure of his own or an}· other such rquipmrnt •n &aad 
prrmise-s h h~rrby rxpres~Jy prohibite-d 
4. And the- sa.id Lestt>P arrpes that he will not use- said premises or an)· part the-reof for an}' d•sordPri}". improper. 
objectionablr or unla"M·fuJ purpo..e. or for an)' other purpos~ than as a prn-·att" dwelllnK as aforrsa1d that hr w.·ill not 
transfer o~ aasicn lh11 aKrrrmrnt or sublet or transfer poneu1on of aaid prrmJaes or an,. pan thereof.' to any penon or 
pe-non• wsthout the ~ruten con~rnt of l...t'n_or first had and obtained. and only ahen under conduions as set forth by 
the Le11or. and he wall not pennn any addlttonal ptonons to occqpy the apartme-nt without wrin~n permiilion. of lzlsor. 
that he "'ill not _plaC"t" any 111ns or othttr adverusme mauer upon thr doors, windo"'' or -.·ails of aa1d de~ise'd prem: 
a..ea or 1aid buildane, and saad Lrne""e a~r~s that if said Lessor &haiJ dH"m th~ tenanq· of sa1d Len~ undrsnable 
by reason of objectionable or i_mproper conduct on thr pan of said Lesa.r or hu famdy or v&~llon to his apar1ment 
or by nason of conduc:1 or acu_ons _of the pe--non• aforesaid.or any of them, causine annoyanC"e or daturbancr 10 oche; 
tenanu in said buildlnJ or adJoi_mnE buUdm~s. _ tht-n uid Les~oor rrurves the ria:ht to terminate- ~hu. acreoement by II\' 
1n& !.zane ~Tiona II)·. or b)' fra\·mg at thP drm1~rd apartm~nt, a fivr dan' ·w~JIIrn noUn· to qu1_1 and vacatr ~oa•d dP-
maae-d pre-m1ses and m.ay take ponen1on thereof w.·uhou1 lecal procen or ma1· avaU itself of any rrmed}' pro~·ided b) la"· for 







-: a1 r ______ ___...,. 
JOB APPLICATIOf\ 
FULL NAME _________________ AGL-DATE OF ~~~~T•••'"" p,,., •. _,,,. •~•·•·• o.~ ... ~~'""'"' O• .,.,,, 0 , Ao• 
CITY & liP ADDIIESS _______________ s,TATE COO£ TEL. ______ _ 
HOW LONG HAV£ YOU LIV£0 AT THE ABOVE AOORESS? _________ HOW LONG HAVE YOU LIV£0 IN THIS CITY? _____ _ 
FI<THEII'S FULL NAME___ WHERE EMPLOYED __________________ _ 
MOTHER"S FULL NAMl WHERE EMPLOYED _____ .;_ ____________ _ 
HAV£ YOU I'IIOOF OF AGE'·-------15 ANYONE DEPENDENT ON YOU FOR SUP~RT?• ____ WHO'•----------
IF MAIIIIIED, HUSBAND'S OR WIFE'S NAMr'-----------"----
WHERE [MPLOYEO'·-----------------------
NO. CHILOREN ____ AGES·------------------
HAVE YOU A fii:ELATIV£ NOW EMPLOYED 
Jr SO. GIVE NAME AND RELATION•------------------
WHERE EMPLOYED' 






Q LIVING W:PARENTS 
0 HOUSEKEEPING 
0 LIVING W,'Rtl.ATIV£5 
[J BOARDING 
0 ROOMING 




• POSITION APPLIED FOR ___________ FULL TIME ___ PART TIME ___ SAT ONLY ___ ••ttMPORARY __ _ 




1. __________________ _ 
2. __________________ _ 
3.-------------------





3. ________________ _ 
ll. ________________ _ 
5. ____________ _ 
CHEESE PIZZA 
1. ________________ _ 
2. _________________ _ 
3. _______ ~~----
q, __________________ _ 
5. _____________ _ 
NARCOTIC DRUGS 
1. _______________ _ 
2. __________________ _ 
3. _______________ _ 
q, ________________ _ 
5. ______________ _ 
FOOD AD 
1. ________________ _ 
2 ·-----------------3. _______________ _ 
q, ------------------
5. __________________ _ 
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JOB-SPECIFIC SCREENING INSTRUMENT 
FOR MANAGERS AT ST. JOHNJS 
HOSPITAL 
70 
ST. JOHN MEDICAL CENTER 
DEPARTMENT OF MAINTENANCE AND 
PLANT OPERATIONS 
*** MATCHING - Find the word in the right column that means 
the same as the underlined word in the left column. Put 
the letter in the blank. 
_1. job demotion A. oversight 
_2. lQnS:e~dty increase B. dismiss 
temporarily 
_3. prQbatiQn period c. event 
_4. confidential report D. length of time 
_5. 1st Qffense E. violation 
_6. temporary suspensiQn F. repetition 
_7. location of the incidEmt G. trial 
_8. substance inflicting injury H. material 
_9. what QmissiQn caused I. lower position 
_10. prevent ~ecu~~ence J. private 
PLEASE REFER TO ATTACHMENT 1 -- STANDARD OPERATING 
PROCEDURES -- SECTION E EMERGENCY TIE PROCEDURE 
11. The maximum amps on Main Switch 1 is 
12. The maximum amps on Main Switch 3 is 
_13. TRUE or FALSE 
on in 5 minutes. 
The loads in item E can be turned 
PLEASE REFER TO ATTACHMENT 2 -- STANDARD OPERATING 
PROCEDURES -- SECTION G -- A. I.D.S. PRECAUTIONS 
___ 14. Each employee will read this procedure: 
A. every other year 
B. twice every year 
C. every year 
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15. Masks, eye coverings and gowns are provided at two 
locations. List them on the line below. 
PLEASE REFER TO ATTACHMENT 3 -- STANDARD OPERATING 
PROCEDURES -- PROGRESSIVE DISCIPLINARY POLICY 
16. Name an unsatisfactory behavior listed on the 
attachment that results in a written warning as the 
first progressive step. 
____ 17. TRUE or FALSE If the same offense happens 14 
months after the first, the second step in the 
progressive disciplinary policy should take place. 
PLEASE REFER TO ATTACHMENT 4 -- STANDARD OPERATING 
PROCEDURES -- PAYROLL POLICIES AND PROCEDURES 
____ 18. TRUE or FALSE The department head may record VAC 
and SLN. 
19. The punishment for recording time worked on another 
employee~s time card may be 
____ 20. New time cards for employees should be received on 
the Friday: 
A. of the next pay week 
B. before the next pay week 
C. after the next pay week 
72 
APPENDIX C 
JOB-SPECIFIC SCREENING INSTRUMENTS 
FOR EMPLOYEES AT ST. JOHNJS 
HOSPITAL 
73 
TEST FM * 
Matching - Find the word in the right hand column that 
means the same as the word in the left column. Put the 
letter in the blank. 
_1. Corrosive a. Used to change pressure 
_2. Data b. Washes away in water 
_3. Irritant c. Dissolves metal 
_4. Valve d. Information 
_5. Pump e. Used to restrict flow 
_6. Fan f. To soak into 
_7. Sewer g. Causes skin sores 
_8. Ingest h. Move air 
_9. Absorb i. To swallow 
_10. Soluble j . Drain for used water 
11. What does it mean to isolate? 
a. Combine with 
b. Separate from 
c. Do without 
12. Bypass means to 
a. Hook together 
b. Take apart 
c. Go around 




14. A specification is 
a. A rule to live by 
b. A true description 
c. A special rule 
15. How is electricity tested? 
a. With a voltmeter 
b. With a wrench 
c. With a hammer 
* Attachments to individual tests not available. 
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16. Voltage is : 
a. A level of energy 
b. The amount of change in a furnace 
c. The distance between wires 
17. What is a schematic? 
a. Diagram showing the path of electricity 
b. A transformer 
c. A code of law 
18. What are blue prints used for? 
a. To write business letters 
b. To discipline employees 
c. To build something with 




20. What is a parts inventory? 
a. List of parts 
b. Department in charge of ordering parts 
c. An invention that comes in parts 
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TEST DH 
MATCHING - Match the words in the right column to those in 
the left column which mean the same thing. Put the letter 





















a. Every year 
b. Poisonous 
c. Look for 
d. Burns easy 
e. Approximate 
f. Outline of objects 
g. Reduce concentration 
h. Correct 
i. Verbal 
j. Breathe in 
Please refer to Attachment #1 - Time Card 
11. Who must approve overtime in advance? 
12. What does EEL mean? 
a. Legal holiday 
b. Sick leave 
c. Family Funeral 
Please refer to Attachment #2 - Job Description 
13. What educational qualifications are required for the 
carpenter position? 
14. The carpenter is considered tardy if he clocks in 
fifteen minutes after is scheduled starting time. 
True False 
15. The physical working conditions may expose the 
carpenter to cuts, bruises, and 
16. Under the heading "Worker Traits" the carpenter must be 
able to understand space relationships. 
True False 
17. Confidential information may be told to anyone. 
True False 
18. Under the heading "Appearance" the carpenter must 
always wear a name tag on the right side of the shirt. 
True False 
Please refer to Attachment #3 - Employee Request for 
Personnel Action 
19. Which box would you check if you wanted to work at a 
different time than you do now? 
a. Demotion 
b. Promotion 
c. Shift Change 





Matching - Match the words in the right column to the words 
that mean the same in the left column. 
__ 1. Incident a. Poisonous 
__ 2. Oral b. Private 
__ 3. Punctual c. An event 
__ 4. Toxic d. OK to be gone 
__ 5. Accurate e. Spoken verbally 
__ 6. Transfer f. On time 
__ 7. Confidential g. Correct 
__ 8. Approved absence h. Move from one to another 
Please refer to the attachment 1 - Time Card 
9. The code for Leave of Absence" is 
10. MIL is the code for 
11. If you are ill and should get paid for your time off 
which code should you use? 
12. When you sign out on your time card at 1300 you have 
left work at: 
a. 1:00 pm 
b. 2:00 pm 
c. 4:00 pm 
13. VAC is: 
a. Leave of absence 
b. Jury Duty 
c. Earned Vacation 
Please refer to Attachment 2 - Fighting the Fire 
14. One of the first things you should do when you spot a 
fire is to inform the Centrex Operator. 
True False 
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15. Who will take the Tulsa Fire Department to the scene of 
the fire? 
16. Extinguish means to start a fire. 
True False 
17. Halon fire extinguisher are used on Class F and G 
fires. 
True False 
18. Some samples of combustible materials are wood, cloth, 
rubber, and plastic. 
True False 
Please refer to Attachment 4 - Maintenance Work Request 
19. The form number for the maintenance Work Request form 
is # 
20. If three new employees need access to a door which is 
always locked, which box would you check on this form? 
a. Request for signs 
b. Request for keys 
c. Receipt date 
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TEST HM/JM 
Matching - Find the word in the right column that means the 
same as the word in the left column. Put the letter in the 
blank. 
__ 1. Authorization a. On-going 
__ 2. Promoted b. Middle 
__ 3. Coordinate c. Figure out 
__ 4. Occasionally d. Permission 
__ 5. Interrelationships e. Others you work with 
__ 6. Continuous f. Important 
__ 7. Average g. Now and then 
__ 8. Calculate h. Change in direction 
__ 9. Reverse i. Organize 
__ 10. Priority j . Advanced 
k. Demoted 
Please refer to Attachment 1 - Betz Entec Calculation 
11. If steam production equals 850,000 lbs. per day, what 
is the corresponding 722 feed rate lbs. per day? 
lbs. 
Please refer to Attachment 2 - DISASTER PLAN FOR PLANT 
12. During a disaster, who reports to the Department 
Office? 
13. True or False - Personnel reporting to the Ma.in Lobby 
will maintain utility services during a disaster. 
Please refer to Attachment 3 - Employee Incident Report 
14. Who is the "charge Person" on the evening shift? 
15. True or False - You must close valve #52 to cross-
connect the vacuum system of the north tower to the 
South Wing. 
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Please refer to Attachment 6 - AIR SYSTEM BACKUP 
16. What valve is used to isolate a bulk nitrogen line? 
17. How many backup air-system valves are located in the 
North Tower Basement? 
18. What services need to be shut off while on backup air 
supply? 
a. Laundry 
b. North Tower 
c. South Wing 
d. Administrative Services Building 
Please refer to Attachment 7 - SHIFT DUTIES 
19. True or False - The engineer must check cooling Tower 
water level daily. 
20. Three new employees need access to 5 South. Which box 
do you check on the Maintenance Work Request 
(Attachment #8). 
a. Request for signs 
b. Request for keys 
c. Emergency or priority work 
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TEST RF 
Please refer to Attachment 1 - Time Card 
1. What is the time card abbreviation for 
Approved Absence (Not Paid)? 
Please refer to Attachment 2 - Job Description 
2. Under the header "Job Relationship", who does a 
Mechanic II report to? 
3. Under the header "Tool Prerequisites", list three tools 
required. 
4. Under the header "Punctuality and Attendance", you are 
considered tardy after how many minutes? 
Circle the correct answer to the following questions. 
5. The symbol 0 represent what? 
A. Duplex receptacle 
B. + de voltage 
C. A wall switch 
D. 125 volt panel 
6. A grounded conductor is a system or circuit conductor 
that is unintentionally grounded. 
True False 
7. A relay could be used in a remote control circuit. 
True False 
8. An enclosure is sometimes referred to as a cabinet. 
True False 




10. A continuous duty relay is one that is not energized 
often. 
True False 
Matching - Match the word in the right column to the symbol 












__ 17. ;o: 
__ 18.-Jt-
__ 19.~ .... 




























JOB-SPECIFIC SCREENING INSTRUMENT 





CITY OF TULSA 
DEPARTMENT OF STORM WATER MANAGEMENT 
*** MATCHING - Find the word in the right column that means 
the same as the underlined word in the left column. Put 
the letter in the blank . 
___ 1. attain goals A. supervisors 
___ 2. pertinent information B. suggest 
___ 3. imply guilt C. two 
___ 4. suspension without pay D. scolding 
__ ._5. subordinates cooperate E. accomplish 
___ 6. delegate tasks F. meaningful 
___ 7. written reprimand G. employees 
___ 8. duplicate copies H. motivation 
___ 9. appropriate description I. dismiss temporarily 
___ 10. initiative to work J. assign 
K. three 




*** TRUE or FALSE - Put "T" for True or "F" for False in 
the blank. 
"The supervisor shall insure that the City Physician is 
notified of such treatment." 
____ 11. The supervisor fills out the insurance papers for 
the Physician. 
"Every employee of the City involved in an accident, 
regardless of how minor, while operating a City vehicle, 
shall immediately report its occurrence to his/her 
immediate supervisor and to the Tulsa Police Department." 
___ 12. Three reports have to be filed if you have an 
accident while driving a City vehicle. 
*** COMPLETION - Circle the answer or fill in the blank. 
"A grievance under this policy shall be defined as any 
dispute involving the meaning, interpretation or 
application or alleged violation of the policies and 
procedures established by the Civil Service Commission as 
promulgated in the Personnel Policies and Procedures Manual 
of the City of Tulsa. Disputes involving an individual~s 
pay and/or classification shall be subject to the Grievance 
Procedure. Classification/pay grade grievances shall be 
limited to allegations of improper use of the prescribed 
classifications/pay grade-methodology. Additionally, 
suspension of ten (10) days or less shall fall under the 
Grievance Procedure. Suspension of more than ten (10) days 
and other disciplinary action including demotion or removal 
shall not be proper subject of the grievance (see "Right of 
Appeal"). Employee grievances of alleged discrimination 
due to non-merit factors shall be filed in accordance with 
the procedures defined in this manual under "Discrimination 
Claims and Appeal Procedure." No grievance shall be heard 
by the Civil Service Commission when such grievance could 
have been filed under a grievance Procedure established 
within an existing labor agreement between the City of 
Tulsa and a recognized collective bargaining agent 
representing the grievant." 
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13. Classification/pay grade grievances (are) (are not) 
limited in this grievance procedure. 
14. Suspensions of more than ten days (are) (are not) 
handled by this grievance procedure. 
15. Grievances involving non-merit factors are found under 
("Discrimination Claims and Appeal Procedure") 
("Right of Appeal") . 
16. Name the group that hears grievances filed under this 
policy. 
17 - 20. A grievance in this policy is a disagreement 
over the (17) ____________________ ___ 
(18) ____________________________ __ 
(19) __________________________ _ or (20) ______________________ __ 
of procedures or policies. 
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APPENDIX E 
JOB-SPECIFIC SCREENING INSTRUMENTS 
FOR STORM WATER MANAGEMENT 
EMPLOYEES 
88 
TEST I. * 
Match the word in the right column that best describes the 
word in the left column. 
__ 1. Covenants A. Average 
__ 2. Arc B. Bounds 
__ 3. Section C. Square 
__ 4. Level D. Course 
__ 5. Slope E. Measure 
6. Grid F. Mile 
__ 7. Latitude G. Township 
__ 8. Traverse H. Restrictions 
__ 9. Mean I. Volume 
__ 10. Angle J. Curve 
__ 11. Range K. Horizontal 
__ 12. Be.aring L. Longitude 
__ 13. Area M. Elevation 
__ 14. Benchmark N. Degree 
__ 15. Metes 0. Hypotenuse 
Plat on SWEETBRIAR EAST 
TRUE or FALSE 
16. Block 10 has 34 Lots, 28 of those help form the 
boundary RESERVE "B" . --------
17. Starting at theSE corner of RESERVE "B", thence 
N-89-50-33W a distance of 309.20 feet, thence a 
distance of 249.56 feet, thence a distance of 399.12 
feet you would be at the corner of Lot 21 & 22 Block 
10. 
Plat on SULLIVAN COURT 
18. The entire addition is in the N1/2, of the N1/4, of the 
SE1/4, of section 29, R-13-E, T-20-N. 
CIRCULAR CURVES 
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19. From the figure 25-4 is the relationship between T, and 
R,perpendicular? 
Is this alwavs, sometimes, or hardlv ever true? 
* Attachments to individual tests not available 
20. In figure 25-4, PT STATION is 50+00, using what is 
given,what is the PLUS at the PC? 
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TEST II. 
MSDS SHEET: (1-8) 
1. What is the product named on the MSDS sheet? 
2. What is the product~s greatest health risk? 
3. How much of this product is inert. material? 
4. What is the emergency first aid procedure recommended 
for inhalation of the product~s mist? 
5. What special respiratory protection is required to use 
with this product during a routine field application? 
6. What is the normal appearance of this product? 
Trua or False: (7-8) 
7. Clothing contaminated with this product must be disposed 
of in an approved landfill. 
8. Fire involving this product may be extinguished by using 












Service Request: (14-18) 
A. Yearly 
B. Relationship to 
Northern Hemisphere 
C. The meeting of two 
streams 
D. Before coming into 
view 
E. Monthly 
F. Space occupied 
G. Natural poisons 
H. Pertaining to living 
organisms 
I. Weight by ton 
14. What is the service request number? 
15. Where is the problem located? 
16. How many man hours were involved to complete the 
project? 
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17. What is the equipment identification number of the dump 
truck that has been leased? 
18. What date was the work completed? 
MaJ2: ( 19-20) 
19. What is the quickest route from downtown to Highway 169 
North? 
20. How many miles are there from 81st and Garnett to the 




__ 1. Address a. Tell the boss 
__ 2. Right-of-way b. What is wrong 
__ 3. Report to supervisor c. What was done 
__ 4. Debris d. Wash out 
__ 5. Employees Signature e. Location 
__ 6. Problem f. Permission to 
__ 7. Complete Project g. Bulldozer 
__ 8. Erosion h. Your name 
__ 9. Work performed i. Finish 
__ 10. 850 j . Trash 
TrueL Ealae: 
____ 11. Orange vests and hard hats are llQt required. 
____ 12. Report accident to your supervisor. 
enter 
____ 13. All employees are required to wear seatbelts. 
____ 14. It is not necessary to report to authorities when 
closing a road during bridge patrol. 
____ 15. An incident report is to be filled out on every 
accident. 
Attachment #1 - JOB WORK - COST SHEET 
16. Where is the problem at? 
17. What needs to be done to solve the problem? 
18. When did we find out about the problem? 
19. Who told us about the problem? 




Match the words in the right hand column with the word they 


























e. Month, Day, Year 
f. Yes or Understood 
g. Remove siltation 
h. Cross over pipe 
i. Traffic Control 
j. ·unit 
Put a T in· the blank if the statement is true, or put an E 
in the blank if the statement is false. 
____ 11. All employees are required to wear seatbelts. 
____ 12. All employees are required to wear hard hats while 
working in the streets. 
____ 13. All employees are required to wear safety vests 
while working in the creeks. 
____ 14. It isn~t necessary to use a flagman while backing a 
dumptruck. 
___ 15. Traffic control signs should be used on all jobs no 
matter how small. 
___ 16. A tandem load of dirt is considered ten yds. 
____ 17. The city will purchase all tiles when replacing 
driveway tiles. 
This is a heading on a service request form. Read it 
carefully, then answer the questions that follow: 
Ditch needs to be cleaned, filled with mud and water backs 
up after a heavy rain. Her yard is being flooded. Mrs. 
Kingfisher of 2626 N. Maplewood called this in 7-23-86, to 
Sharlet Ball. 
18. Who reported the problem? 
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19. Location of problem? 
20. What is the complaint? 
TEST V. 
Word Association 
Match the words in the right hand column with the word they 
best describe in the left hand column: 
__ 1. Finished 
__ 2. Catch basin 
__ 3. Problem 
4. Materials 
__ 5. Manhole 
6. Equipment 
__ 7. Work preformed 
__ 8. Cave - in 
True or False 
a. What is wrong 
b. What was done 
c. Machinery 
d. Drain 
e. Hole or depression 
f. Complete 
g. Supplies 
h. Access area 
Put a T in the blank if the statement is true, or put an E 
in the blank if the statement is false. 
__ 9. A catch basin is a graded inlet. 
____ 10. A manhole can be a grated salesman. 
____ 11. A drop inlet is a grated inlet. 
___ 12. All catch basins are built with throats. 
__ 13. All catch basins are located at corners. 
__ 14. All employees are required to wear seatbelts. 
__ 15. Concrete mix should be used to repair tile joints. 
____ 16. Hard hats are required when working underground. 
___ 17. Entry of the storm sewer is allowed only in 24" or 
larger lines. 
__ 18. It isn~t necessary to use a flagger while backing a 
dump truck. 
Multiple Choice 
Circle the letter beside the correct answer. 
19. You are going to build a catch basin. What tools will 
be needed? 
a. Brick - Sand Mix - Frame-grate - Throat 
b. Shovel - Wheelbarrow - Trowel - Hose 
c. Backhoe - Dump truck - Air Compressor 
d. All of the above 
e. None of the above 
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20. You are going to build a manhole. What materials will 
be needed? 
a. Brick - Sand Mix - Frame - Cover 
b. Shovel - Wheelbarrow - Trowel - Hoe 
c. Backhoe - Dump truck - Air Compressor 
d. All of the above 
e. None of the above 
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TEST VI. 
Match the words on the right which means about the same as 
the words which are underlined on the left: 
1. ErQblem a. Leave without pay 
__ 2. Address b. Exact information 
__ 3. LabQr c. Check into 
__ 4. Eg:ui12ment d. Permission 
__ 5. Inj:ury e. Your name 
__ 6. Reg:uest f. How many 
__ 7. N:umber g. Broke Rules 
__ 8. LeaYe h. Things to go over 
__ 9. Eml21Q~ee Siguat:ure i. Truck, Cars, Tools 
__ 10 . .woE j . Work 
__ 11. InYestigatiQn k. Location 
12. DisQil21inar~ AQtiQn Rel2Qrt 1. Vacation 
__ 13. Ere-AQtiQn m. Cut, Bruise, Sprain 
__ 14. Eertinent n. Trouble 





" Clean four (4) catch basins at the corner of Owasso and 
North Peoria, behind the curb line by the telephone pole. 
Have called several times before, 4-20-88 and 3-17-88, 
neighbor was drowned twice by high water. Very irate, call 
first. 





18. Times Reported 
19. How bad is problem 































a. Things needed fixed 
b. Valuable information 
c. Name 
d. Personal file 
e. What is wrong 
f. Tell the boss 
g. What has been done 
h. Month, Day, Year 
i. Location 
j. What unit 
k. Explain or tell 
1. How many times to 
dump 
m. How long did it take 
n. Trash 
" There is a drainage ditch that is full of debris and 
siltation on the Northwest corner of 56th South Harvard. 
It was reported by Mrs. Doyal, living at 4607 N. Lewis. It 
was first called in on January 3, 1987. Today is March 27, 
1988. " 
15. Who reported it? 
16. When was it last 
reported? 
17. On which corner? 
18. What is the problem? 
19. Where is the 
problem? 
20. What was the date it 
was first reported? 
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APPENDIX F 
REPORT TO ST. JOHN~S HOSPITAL 
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June 30, 1988 
MICRO RESOURCES, INC. 
11306 South First Street 
Jenks, OK 74037 
(918) 299-8882 
St. John Medical Center 
Department of Human Resources 
1923 South Utica 
Tulsa, OK 74104 
Atten: Ms. Tonja Pitzer 
Dear Tonja: 
Enclosed please find the results of the workplace literacy 
screening test and the Reading/Everyday Activities in Life 
(R/EAL) test, along with the answer sheets. 
SupervisorsJ tests are report numbers 101 through 108. 
Employee tests are report numbers 110 through 164. Please 
note that employee report numbers are not consecutive 
numbers. Several tests must not have been returned. 
Test scores were considered in the acceptable range of 80% 
or higher was attained. 
Attachment A is the list of the results of all tests 
returned to me. Attachment B is the list of test scores 
which were less than 80% on the R/EAL standardized test. 
Attachment C is the list of test scores which were less 
than 80% on the screening test. Attachment D is the list 
of test scores which were less than 80% on both tests. 
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List B, the R/EAL test, flags 4 tests. List C, the 
screening test, identifies a total of 6 in a problem range. 
List D identifies only 2 tests. 
Several items deserve discussion. First, I question the 
validity of test number 152. No screening test was 
returned, therefore no score was available. The R/EAL test 
appeared to have been attempted. Nearly all the blanks 
were filled out. I think retesting or a personal interview 
should be conducted with this employee. 
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Second, although only two tests (152 & 164) were flagged by 
both measurements, tests 108, 118 and 171 (flagged by the 
screening test) had R/EAL scores that were very close to 
the problem range. Only test 107 displayed a wide 
disparity between the two measurements. 
Third, please note that tests 107 and 108, flagged by the 
screening test, are managers. 
I have forwarded a copy of these results to Mr. Hugh 
Doherty at the Private Industry Training Council. I would 
strongly recommend that you contact Mr. Doherty, 428-2271, 
to investigate services which PITC can provide to the 
employees who appear to have difficulty. Low scores occur 
for a variety of reasons. Any reason bears investigation, 
whether it be test anxiety, the need for an eye 
examination, or any other reason including a need for 
upgraded reading skills. 
I have enjoyed working with you and your group. If you 
desire my help in continuing with the screening in other 
departments, please contact Mr. Doherty to make 
arrangements. If you have any questions regarding the test 
results or procedures, or any other information which I can 
provide, please don~t hesitate to call me. 
Sincerely, 
Diana D. Atkinson 
APPENDIX G 
REPORT TO CITY OF TULSA DEPARTMENT 
OF STORM WATER MANAGEMENT 
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June 30, 1988 
City of Tulsa 
MICRO RESOURCES, INC. 
11306 South First Street 
Jenks, OK 74037 
(918) 299-8882 
Department of Storm Water Management 
7105 E. Admiral Place 
Tulsa, OK 74115 
Atten: Ms. Mary Ann Summerfield 
Dear Mary Ann: 
Enclosed please find the ~esults of the workplace literacy 
screening test and the Re~ding/Everyday Activities in Life 
(R/EAL) test, along with the answer sheets and identifiers 
for your people. Because some sections of your department 
duplicated numbers on their tests, I have renumbered tests 


























Employee tests are report numbers 1 through 49 and number 
60. Report numbers 1 through 32 are the same as your test 
numbers. Test numbers 33 through 49 and test number 001 
have the original test number crossed out and a report 
number written in red to identify them uniquely. 
Test scores were considered in the acceptable range if 80% 
or higher was attained. 
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Attachment A is a list. of the results of all tests returned 
to me. Attachment B is the list of test scores which were 
less than 80% on the R/EAL standardized test. Attachment C 
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is the list of test scores which were less than 80% on the 
screening test. Attachment D is the list of test scores 
which were less than 80% on both tests. You will note that 
lists B and D flag the same 8 tests. List C. the screening 
test, identifies a total of 13 in a problem range. Eight 
of these, as I have already indicated, are flagged on both 
tests. Two others, test numbers 39 and 54, are very close 
to the problem range on the R/EAL test also. Test numbers 
10, 22 and 60 indicate a wide discrepancy between the 
screening test and the R/EAL test. Test 10 did not 
complete the second page of the screening test. Tests 
number 22 and 60 had no particular patterns to their 
errors. It is significant that all three of these test 
were very close to the acceptable range in the screening 
test. Also please note that one of the employees 
identified by both tests with scores well below the 
acceptable range is a manager. 
I have forwarded a copy of these results to Mr. Hugh 
Doherty at the Private Industry Training Council. I would 
strongly recommend that you contact Mr. Doherty, 428-2271, 
to investigate services PITC can provide the employees who 
appear to have difficulty. Low scores could occur for a 
variety of reasons. Any reason bears investigation, 
whether it be test anxiety, the need for an eye 
examination, or any other reason including a need for 
upgraded reading skills. 
I have enjoyed working with you and your group. They are a 
delightful mix of people with a real sense of camaraderie. 
If you have any questions regarding the test results or 
procedures, or any other information which I can provide, 
please don~t hesitate to call. 
Sincerely, 
Diana D. Atkinson 
APPENDIX H 
CORRESPONDENCE FROM THE ADULT 
PERFORMANCE LEVEL PROJECT, 
AUSTIN, TEXAS 
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COLLEGE OF EDl'C\ TlO:'\ 
THr l':\'1\TR~I-:-Y OF TLXAS AT Al'STI:-.i 
April 2.:1. 19?7 
Diana Connery 
6801 E. 73rd 
Tulsa, OK 74133 
Dear Ms. Connery: 
-----·------
Thank you for your telephone call requesting information 
on APL literacy assessment instruments and activities. 
I a~ enclosina the APL JILL assessment and information 
on a number o¥ other measures of functional literacy. 
Camilla Secrest. Cleveland County PIC.uses the JILL 
and has found it an effective starting point. You may 
contact her at the following address: 601 N. Porter, 
Norman. Oklahoma 73071. 
If we can be of further assistance. please let us know. 
Sincerely. 
Mi na Rathbun 
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